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Latest Update Information

The Locator Information System (LIST) procedure has been updated as follows:

Section Description of Change
LIST Procedure Procedure document has been updated throughout to
Manual be accessible with assistive technology according to

Section 508 of the Rehabilitation Act.
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System Overview

The Locator Information System (LIST) procedure is an on-line database management system of
the United States Department of Agriculture’s (USDA) Payroll/Personnel System (PPS).

This section includes the following topics:

System Capabilities and INterface............cccoiiiiiiiii e 3

System Capabilities and Interface

LIST provides Agency personnel offices with locator data (e.g., building code, building
abbreviation, building name and address, room number, mail room, office telephone number,
home telephone number, and emergency contact information) on Agency employees.

Basic personnel data on new employees (e.g., Department, Agency, Social Security number
(SSN), employee name, personnel office identifier (POI), and organizational (Org) structure to
the fourth level) is automatically added to LIST from the PPS database after the accession
personnel actions are processed. This data is updated as needed each time the Personnel Input
and Edit System (PINE) runs.

The locator data is entered by authorized users after an employee is added to LIST and is
updated by these users as needed.

Note: To enter data, a user must have read-and-write access to the LIST database. Read-and-write access
allows the user to enter new data, change existing data, query, and generate reports. Users with read-only
access can only query and generate reports. Contact your Agency security officer to obtain the appropriate
access. Data for a separated employee can be maintained for 90 days or for an indefinite length of time.

LIST data may be viewed on-line (by SSN, employee name, or Org structure code) or in
system-generated reports. Two methods are available for reporting LIST data: (1) predefined
formatted reports are available through LIST and (2) ad hoc reports are available through the
FOCUS Reporting System. For detailed instructions on accessing FOCUS, see the FOCUS
Reporting System procedures located under the Reporting publications category on the
Publications page of the NFC Web site.
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System Access
To access LIST, you must:
1. Have authorized security clearance.

2. Use a personal computer (PC) that is connected to the mainframe computer located at the
National Finance Center (NFC).

Agencies must request access to this system through their Agency's NFC security officer.

This section includes the following topics:

SIGN-ON INSTIUCTIONS ....iiiiiiiii ettt s 5
SIGNOFF INSTFUCTIONS ...t 8
Changing YOUr PasSWOIA ...........coiiiiiiiiiiiiiie ettt e e aaaaea e e 8

Sign-On Instructions
To access this system, you must:

1. Sign on to the NFC Mainframe. The NFC Mainframe Warning screen is displayed.

DATE : Current Date Current Time HT
I EESEE TR RS R R R EERE SRR R R E R R H & R M I H G gidis it i i sEiEaAas ki TR ERER

You are sccessing a UW. 5, Goveropment information sustem, which
includes (1) this computer, (2) this computer pnetwork. [(3) all
computecs connected to this network, and (4) all devices aand
storsge pedis attached to this petwork or %to a2 computer on this
petugrk, This information system is provided for U 5. Governmment
autherized use onlu,

Unauthorized or improper use of this sustem may rcesult in
disciplinary asction, a5 Well a5 gcivil and criminal penalties.

By using this information system. uou understand and
consent to the following:

H A R N I NG

AR I R E R IR NI I N R R R I RN E R E IR R R A R R R E R EE N E N EEREEE A E R E XA ZREENEAREREEAINEIR TN X

Pleage hit enter fo continue

Figure 1: NFC Mainframe Warning Screen
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2. Press Enter to display the NFC banner screen.

A EESNEEENEEEEE NS E NSRRI I NI NS ENEEEEENE IS NS NSRRI EEE RS

Hatiopal Finance Center

== Current Date SHX32TBT TIpH3IBZ22 PF1=HELP ==
== HH L FFFFFFFF CCCCCCCC =
== HHN NH FFFFFFFF CCCCCCCC =
== MHHN HH FF o s
== HH MHH HH FFFFFFFF CCC =
== MHNH FFFFFFFF CCC =
.. HHH FF CCCCCCCC =
== MHN FF CCCCCCCCC =

Office of the Chief Financial Dfificer

L L O I (L (O U T U U

. esssssssss  United States Department of Bariculture .
== For Authorized Use Only =
as EWTER USER 1D = PASSHORD = WEW PASSHORDY N "
= (¥ or W) =
== ENTER APPLICATION WAKE = Ok FRESS EWTER FOR HENU =
Figure 2: NFC Banner Screen

3. Complete the fields as described below.
Field Description/Instruction
Enter User ID Type your assigned user identification (ID) (i.e., NF0999). Press Tab.
Password Type your password. (Your password is not displayed on the screen.)
Press Tab.

Note: You may press Enter (instead of Tab) after typing your password
to go directly to the CL/ISUPERSESSION Main Menu screen.

New Password? Displays system-generated "N."

If you are not changing your password, press Tab. If you are changing
your password, enter Y. Then complete the steps for changing your
password as described under Changing Your Password (on page 8).

Enter Application Name | Type the application acronym and press Enter to go directly to that
system.

OR

Leave the field blank and press Enter to go directly to the
CL/SUPERSESSION.

4. At the CL/SUPERSESSION Main Menu screen:

e Press F8 to scroll through the Session IDs until the appropriate Session ID appears.
e Tab until the cursor is located on the line next to the Session ID.

e Press Enter.
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OR
e Press F9 to bring the cursor to the Command Line at the bottom of the screen and
retrieve a specific Session ID.
e Types.
e Press the space bar once.
e Type the Session ID acronym.
e Press Enter. See screen below for an example. The applicable system is displayed.
Actions Options Commands Features Help
KLSVSEL1 CLASUPERSESSION Hain Menu Hore: 4

S5elect sessions with the ENTER key or use a "J/°

Session ID Description Tupe Slatus
_ I1DHERS Hulti
_ PIMAQ@s IDHEBS Hulti
— BBCOINO IDH583 Hulti
_ hBCD IDHEBI Hulti
_ 4$DBZ2 IS0E $DB2 1508 FROC(SDBZ Hulti
_ SORACLE T804 Hulti
_ 4$0RACLER 1504 Hulti
_  4$5PFA I508 $5PFA 1504 PROC(SSPF Hulti
_  4$S5FFaW2 I504 $SPFAY2 TSOA PROCC$SPF Hulti
— 3$5PFB IS0E $SPFB J50B PROC(SSPF Hulti
$5PFBRY 2 IS0 $SPFAY2 TSOB PROCCHSPF Hulti
_  3$SPFC IS0C $SPFC 150C PROC(SSPF Hulti
1557830] Password Changed
Command === SYSE/TIBME447

Emter FilsHelp F3sExit FSe=sRefresh F8=sFud FOs=Retrieve FilB=fction

to display an action code

Figure 3: CL/SUPERSESSION Main Menu Screen

KLEWSEL CLSSUPEESESSION HMaln Henu Hore . +

Select sessions with the ENTER key or use a "/"

Sessjon ID Description Tupe Status
IDHSBS IDHERS Hulti

IDKHSBSE Hulti
AECOING IDHSBZ Hulti
RECD IDHERZ Hulti
§0B2 IS0B $DE2 IS0E PROCISDE2 Hultl
SORACLE T304 Hulti
EO0EACLERA TE0A Hulti
§5FFA 150/ $SPFA I150h PROCI%SPF Hulti
SSPFAV2 T30/ $SPFAW2 T50R PROC[SSPF Hulti
_  S5PFR TE0E $5PFE TS50E PROC(SSPF Hulti
§5PFBRY2 T50F $S5PFEW2 TSOE PROCI(%SPF Hulti
_  S$SPFC I50C $SPFC I50C PROCISSPF Hulti
Command ===3 5 THGT SYSBE/TIBNGEA47

Enter Fi=Help F3=Exit FS=Refresh FB=Fwd F%=Retrieve Fi@=lction

Actions Options Commands Features Help

to digplay am action code.

Figure 4: CL/SUPERSESSION Main Menu Screen (Session ID Displayed)
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Signoff Instructions

Follow the signoff-screen prompts at the bottom of the screen to exit the system or to return to
the CL/SUPERSESSION Main Menu screen.

Actions DOptions Cowwmands Features Help

KLSVSEL1 CL/SUPERSESSION Hainm Henw Hore: +

Select sessions with the ENTER key or use a "/"
to display am action code,

Sessjan ID Desceriptlion Tupe Status
IDH5A5 IOH585 Hulti Current
PINQAS I0DHS5@5 Hulti Botive
wlti
ELSTERH1 Exit Menu ulti
wlti

Type & selection number or positien the

I 1
| |
| |
| |
I cursor on & line amd press ENTER I ulti
ulti
| _ 1. Exit and fterminate sessions (X] | wlri
| 2. Exit and do not fterminate sessions [H) | wlti
| 3. Eesume [R] | wive
| | wlti
| |
| Command ===3 |
| Enter F1=Help F12=Cancel | SYSB/TIANE44T
e S 4 trieve Fl@=Action

Figure 5: CL/ISUPERSESSION Main Menu Screen

1. Atthe CL/SUPERSESSION Main Menu screen, press F3 and the Exit Menu popup is
displayed.

2. Position the cursor in front of Exit and press Enter to exit and terminate the
CL/SUPERSESSION.

OR

Position the cursor in front of Resume and press Enter to exit the application without
terminating the CL/SUPERSESSION Main Menu screen.

Changing Your Password

If you need to change your password:
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1. Type "Y" next to the New Password? prompt on the NFC banner screen.

== CURRENT DATE SNE3ZTRI TIANE44T PF1=HELF U0
HH HH FFFFFFFF CECoccoe
HHMN HH FFFFFFFF CCCCCCcC
HHHH NN FF cee
HH MM NN FFFFFFFF ccc
HH  HMHN FFFFFFFF cee
HH  MHN FF ccecceoee
NH HH FF CCCCCCCCC

=====z===== Natiemal Finance [enter =====z=z=z===
EEsssssEms Office of the Chief Financial Officer EssmsEssEs
===s======= lUpited States Department of Agriculture =========

Far
EHNTER USER ID = FRASSHORD = NEH FASSHOERD? ¥
[¥ or M)
EMTER AFFLICATION HNAMWE = DR PRESS ENTER FOR HENU

Figure 6: NFC Banner Screen (with New Password? prompt set to Y)

2. Press Enter and the Change Password screen appears.

|  KLGHPKWDI1 Change Passuord
|
Type in your new password twice, and press ENTER

Enter new password L
Verify ned passuard. ., ...

Command wes}
Enter Fi=Help F3=E=it F1Z=Cancel

Figure 7: Change Password Screen
3. Enter the new password.

4. Verify the new password. Once you have entered your new password and verified it, the
system will display another screen stating that the password was changed. See screen
below.

Note: Your password can only be changed once per day. Before your password expires, you will be
prompted to enter a new password.

Figure 8: Password Changed Verification Screen
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Operating Features

This section describes the system’s design and operating features.

This section includes the following topics:

SYSEEIM DESIGN ..ttt et e et s e et e et 11
(a1 o BTl (=1 o 1= OO PP T UOPPPPPPRN 11
SYSTEM EQILS ..ot e e e e aa e 11
FUNCLION KBYS ...ttt e e e e et e e e e e e s etbae e e e e e e e annes 11

System Design

LIST consists of one menu and four options (actions) for viewing, changing, and reporting data.
The key field in each data record is the POI. This field is used to access data for a specific group
and/or individual in the group.

Help Screens

Help screens are available for the key fields and the data elements displayed on the input screens.
The help screens display a narrative description for each field.

System Edits

All entries in the system are subject to front-end system edits. If an error occurs or if required
data is omitted, an edit error message is displayed at the bottom of the screen. All errors must be
corrected before the database is updated. See the Appendix (on page 33) for a list of edit error
messages.

Function Keys

The program function (PF) keys are used to access LIST options. How these keys are identified
depends on the equipment being used. Other function keys include Enter, Clear, and Tab. For
detailed instructions on equipment usage, see the appropriate manufacturer's operating guide.
The functions of applicable PF keys are displayed at the bottom of each screen.

11
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LIST Menu

This section describes the access authority.

This section includes the following topics:

REAA-ANA-WIITE ACCESS ... .iiiiiiiiiie ittt e e as 13
REA-ONIY ACCESS .ooiiiiiiiceee et e e e e e e e e e e e e s e e e e e e s aaaaes 14
QUETY GFOUP ittt a e e e 14
QUETNY EMPIOYEE ...ttt e e e e e e e e e e eeeaeeeas 15
Change (AdA/CRANGE) .....ccoiiiiieiiee e 19
R DO TS L 23

Read-and-Write Access

After accessing LIST, the LIST menu is displayed. The LIST menu varies based on the user’s
read-and-write or read-only access authority.

The screen displayed to users with read-and-write access shows four options: Query Group,
Query Employee, Change, and Reports.

PF1 = QUERY GROUP PF4 = CHANGE PF9 = REPORTS

o
|
38}
I

QUERY EMPLOYEE PFS5 = HELP CLR = EXIT
*%% PRESS DESIRED PFKEY OR <CLEAR> TO EXIT **%*

Figure 9: LIST Menu (for users with read-and-write access)
Below is a brief description of each option.
Query Group. View the locator data for a group of employees.

Query Employee. View an individual employee's locator record.

13
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Change. Enter new data or change existing data. This option is available only to users with
read-and-write access.

Reports. Print specific report.

Read-Only Access

The screen displayed to users with read-only access shows all of the options on the previous
page, except the Change option.

= QUERY GROUP PFS = REPORT
PF2 = QUERY EMPLOYEE PF5 = HELP CLR = EXIT

**% PRESS DESIRED PFKEY OR <CLEAR> TO EXIT ***

Figure 10: LIST Menu (for users with read-only access)

Query Group

An option used to view the locator data for a group of employees in a specific Department,
Agency, POI, and Org structure.

14
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PF1 to select this option at the LIST menu screen. The Query Group of Locator Records screen is
displayed.

=- QUERY GROUP OF LOCATOR RECORDS -=-

DEPT AGENCY POI PF2=QUERY PF7=UP PF10=SORTSSN
ORG-STRUCTURE 2-4 PF4=CHANGE PF8=DOWN ENTR=PROCESS
PF5=HELP PF9=REPORT CLR=EXIT

EMPLOYEE SSN HOME PHONE OFFICE PHONE BLD-CD ROOM
000000000
000000000
000000000
000000000
000000000
000000000
000000000
000000000
000000000
000000000
000000000
000000000
000000000
000000000

*%x FILL IN THE REQUIRED FIELDS FOR A GROUP YOU WANT TO QUERY  **¥*

Figure 11: Query Group of Locator Records Screen

Complete the fields as follows:

Field Description/Instruction

Department (Dept) Enter the Department code.

Agency Enter the Agency code.

POI Enter the POI.

Org-Structure 2-4 Enter the Org structure to the fourth level.

After completing the applicable fields, press Enter. An alphabetical list of the employees is
displayed.

e PF10 to view the list in SSN sequence. Press PF10 to return to the alphabetical list.
e PF7 to scroll up through the list of SSNs. Press PF8 to scroll down through the list.

e PF5 to view the Help screen.

Query Employee

This option is used to view an individual employee’s locator record or search for an employee’s
record by employee name.

15
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To select this option at any point in LIST, press PF2. The Query Employee Locator Record
screen is displayed.

T QUERY EMPLOYEE LOCATOR RECORD N -=- o emanc
DEPT AGENCY = =
PF4=CHANGE ENTR=PROCESS
EMPLOYEE INFORMATION: -
1.NAME (LAST FIRST MI)
2.P0I 3.0RG STRUCTURE (2-4)
4 .BUILDING CODE 5.ROOM NUMBER
BUILDING ABBR 6.MAIL ROOM
BUILDING NAME
ADDRESS
7.0FFICE PHONE ( ) - EXT
8 .HOME PHONE ( ) -
EMERGENCY CONTACT INFORMATION:
9.NAME (LAST FIRST)
10.PHONE NUMBER ( ) - EXT
11.RELATIONSHIP 12 .DELETE INDICATOR
**x FILL IN KEY INFORMATION OR PRESS DESIRED PFKEY *kk
Figure 12: Query Employee Locator Record Screen
For more information see:
Viewing an EmMployee RECOIM ..........oooiiiiiiiiiiieiiiiie et 16
Searching for an Employee ReCOId............ooiiiiiiiiiiiii i 17

Viewing an Employee Record

To view an individual employee's locator record, complete the fields as follows:

Field Description/Instruction
Department (Dept) Enter the Department code.
Agency Enter the Agency code.
SSN Enter the SSN.

After completing the applicable fields, press Enter. The employee's locator record is displayed.

e To query another employee's record, enter the SSN and press Enter.

16
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Searching for an Employee Record

To search for an employee’s record by employee name, press PF10. The Employee Name Search
screen is displayed.

-=-  EMPLOYEE NAME SEARCH -=-

kkhkkkdk kb h kb kkkkk kb ko ko hkkh bk kkk ke k bk khkkhdhhd kb d kb kb kbbb kdhhdhdd

DEPT PF1=PREV PF4=CHANGE ENT=PROCESS
LAST NAME PF2=QUERY PF5=HELP CLR=EXIT
Kk kkkhhkhkkkhk ok hkkhkhkhh ko khh ok ko ke h ok hh ko h ok ke kk ok kkhkkhhkhkkkkkkhkhkhhkk ko k k%
DEPT LAST NAME FIRST NAME MI AGCY POI
PAGE : 0001

kkhkkkdk kb h kb kkkkk kb ko ko hkkh bk kkk ke k bk khkkhdhhd kb d kb kb kbbb kdhhdhdd

SCROLL LISTING WITH PF7 AND PF8 KEYS OR SELECT A RECORD WITH AN (X)

22 2 R 2 S R R S R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R RS R RS R RS R

**%*  ENTER FULL OR PARTIAL NAME THEN PRESS <ENTER> **%

Figure 13: Employee Name Search Screen

Complete the fields as follows:

Field Description/Instruction

Dept System-generated field. If the employee is in a different Department,
enter the appropriate Dept code.

Last Name Employee’s full or partial last name.

Page System-generated field. If there are multiple pages of employee names,
specify a page instead of scrolling through the list of employee names.

After completing the applicable fields, press Enter. A list of employee names is displayed
showing the Department, last name, first name, middle initial, Agency code, and POI for each
employee.

PF8 to scroll forward through the list of employee names.
PF7 to scroll backward through the list of employee names.

PF2 or press Enter to query an employee's locator record, tab to the employee name, and
enter in any character. The Query Employee Locator Record screen is displayed showing
employee locator information for the selected employee.

PF2 at the employee's name to query an individual record at the Query Group of Locator
Records screen. The Query Employee Locator Record screen is displayed showing the
Department, Agency, and SSN for that employee.

17
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e PF5 to view the Help screen.

18
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Change (Add/Change)

This option is used to enter new data or change existing data. This option is available only to
users with read-and-write access. After an employee’s accession personnel action has been
processed and applied to the PPS database, the employee’s record is added to LIST. The Agency
should then enter the employee’s locator record information to LIST. The building abbreviation,
name, and address are generated from the building code established in Table 096, Department
Building Codes, of the Table Management System (TMGT). For detailed instructions on
accessing TMGT, see the TMGT procedure. Once an employee’s locator data has been
established in LIST, you can enter additional information or change existing information.

Note: Only users with read-and-write access can add and/or change LIST locator data. Department,
Agency, SSN, employee name, POI, and Org structure cannot be changed using LIST. Changes to these
fields must be made through the PPS database.

e To enter new data or change existing data, press PF4 at any point in the system. The
Change Employee Locator Record screen is displayed.

-=- CHANGE EMPLOYEE LOCATOR RECORD -=-
KEY INFORMATION:

DEPT AGENCY PF1=GROUP PF10=SEARCH
SSN 000000000 PF2=QUERY ENTR=PROCESE
PF5=HELP CLR =EXIT

PF9=REPORTS
EMPLOYEE INFORMATION:
1.NAME (LAST FIRST MI)
2.POI 3.0RG STRUCTURE
4 .BUILDING CODE
BUILDING ABBR
BUILDING NAME
ADDRESS

(2-4)
5.ROOM NUMBER
6.MAIL ROOM

7.0FFICE PHONE ( ) -
8 .HOME PHONE ( ) -
EMERGENCY CONTACT INFORMATION:
9.NAME (LAST FIRST)
10.PHONE NUMBER ( ) - EXT
11.RELATIONSHIP 12.DELETE INDICATOR

FILL IN KEY INFORMATION OR PRESS DESIRED PFKEY

EXT

* %k

* k%

Figure 14: Change Employee Locator Record Screen

This section includes the following topics:

AdAING NEW DALA......c.eriieiiiiiieiiiiee e e e n e s e s 20
Emergency Contact INfOrmation .............ceeiiiiiiiiiee e 20
Changing EXIStING DAta ..........ccoiiiiiiiiiiiieiiiie et 21

19
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Adding New Data

To add new data, complete the fields as follows:

Field Description/Instruction
Dept Enter the Department code.
Agency Enter the Agency code.
SSN Enter the employee’s SSN.

After the employee data is displayed, complete the fields as follows:

Field

Description/Instruction

Name (Last First Mi)

System generated.

POI

System generated.

Org Structure (2-4)

System generated.

Building Code/Building
Abbreviation
(Abbr)/Building
Name/Address

Enter the building code. The building Abbr, name, and address are
system generated. If the building code is not in the database, the error
message Invalid Building Code is displayed. Valid codes are available
in Table 096, Department Building Codes of TMGT.

Room Number

Enter the office room number.

Mail Room

Enter the appropriate mail room information.

Office Phone

Enter the office telephone number including area code and extension
number.

Home Phone

Enter the home telephone number including area code.

Emergency Contact Information

For an emergency contact, the following information is needed:

Field

Description/Instruction

Name (Last, First)

Enter the last name then first name of the emergency contact.

Phone Number

Enter the telephone number including the area code and extension
number of the emergency contact person.

20
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Field Description/Instruction

Relationship Enter the relationship to the employee of the emergency contact
person.

Delete Indicator Enter D or K, or leave blank. When entering new data for an employee,

leave this field blank. D is automatically displayed in this field after an
employee's separation action is applied to the PPS database. This
signifies that the record will be deleted 90 days after the date of
separation. To override this code and maintain the separated
employee's record in LIST for an indefinite length of time, enter K over
D. To remove the separated employee's locator record from LIST at a
later date, enter D. The record will remain for 90 days after the date of
separation.

Changing Existing Data

To change existing data at the Change Employee Locator Record screen, complete the Dept,
Agency, and SSN fields as previously instructed and press Enter. The employee’s locator record
is displayed. Press Tab to move to the fields to be changed. After all necessary changes are made,
press Enter. The message Employee Successfully Modified is displayed.

e To change data for another employee, repeat the process for changing existing data.
e PF5 to display the Help screen.

e PF10 to search for a building code or building name. The Building Code Search screen is
displayed.

-=- BUILDING CODE SEARCH -=-

kA kI Ik h ke kA ke kEh ko kA ko ke ko krkk ko ko k ko k ko ke k ok ko k ko k ok kk ke khkhh ok k%
PF1=PREVIOQUS PF8 =DOWN

CODE : PF5=HELP ENTR=PROCESS
PF7=UP CLR =EXIT

khkkkkh ko h kb kb h kb bk kb kb hkkhk kb bk khkhhkhhhkhdkkhhhkhhdhhdkk

BUILDING CODE BUILDING NAME

PAGE : 0001

dhkkkkrkdkhkkhkhdkhkhdkrhdkdrrhkdrdhbdddbddrhdbrddbkrdrrbdrhdbdhrhbrhdbrbrdbkdrdhddhkdrhhbdrhrbdrdrddrdd

*kk ENTER FULL OR PARTIAL BUILDING CODE THEN PRESS <ENTER:> *kx

21
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e Enter all or part of the building code at the Code prompt and press Enter. A list of
available building codes and building names is displayed.

e PF8 to scroll forward through the list of building codes and building names.
e PF7 to scroll backward through the list.

e PF1 to return to the previous screen.
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Reports

This option is used to print specific reports. To select this option, press PF9. The Locator Report
Listing screen is displayed.

-=- LOCATOR REPORT LISTING -=-

PF1=GROUP PF5 =HELP
PF2=QUERY ENTR=PROCESS
PF4=CHANGE CLR =EXIT

ORGANIZATIONAL STRUCTURE LISTING

ALPHABETICAL LISTING

SEPARATION REPORT

MISSING EMERGENCY CONTACT INFORMATION REPORT

MISSING BUILDING INFORMATION REPORT
UPDATE LOG REPORT

oy o W =

ENTER SELECTION 1

B MAKE SELECTION OR PRESS DESIRED PFKEY  **x*

Figure 15: Locator Report Listing Screen

This section includes the following topics:

Reporting Through LIST ... 24
Reporting Through FOCUS ...t 25
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Reporting Through LIST

At the Enter Selection prompt, key in the number for the report to be printed and press Enter. The
JCL Selection Criteria screen is displayed.

-=- JCL SELECTION CRITERIA -=-
PF1 =PREVIOUS
USER IDENTIFICATION : 20 20 SMITH P poaLE o
REMOTE DESTINATION : Ul CLR =EXIT
JOB NAME CHARACTER : C
SYSTEM OUTPUT CLASS : A
NUMBER OF COPIES 1
DEPARTMENT CODE : AG
SERVICING AGENCY : 90
PERSONNEL OFFICE ID. : 5317
AGENCY CODE : 90
ORGANIZATION 2ND LEV : 70
ORGANIZATION 3RD LEV : 20
ORGANIZATION 4TH LEV . 1010
FROM DATE (YR MO DA) . 00 - 00 - 00
TO DATE (YR MO DA) 00 - 00 - 00
&k k A REPORT WILL BE SUBMITTED ***

Figure 16: JCL Selection Criteria Screen

Complete the fields as follows:

Field

Description/Instruction

User Identification

Enter the user name to appear on the Job Control Language (JCL).

Remote Destination

Enter the printer number where the report is to be printed.

Job Name Character

Enter any letter (A-2Z) or number (0-9) to identify this report from
others being specified. This character becomes the last character of the
job name. If no entry is made, the system defaults to C.

System Output Class

To direct the report to a designated printer, enter A. To view the report
at the terminal, enter X. If no entry is made, the system defaults to A.

For detailed instructions on viewing reports at the terminal, see the
Interactive System Productivity Facility (ISPF) procedure.

Number of Copies

system defaults to 1.

Enter the number of reports needed (1-5). If no entry is made, the

Department Code

Enter the Department code.

Servicing Agency

Enter the servicing Agency code.

Personnel Office ID

Enter the POI.
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Field Description/Instruction

Agency Code Enter the Agency code.

Organization 2nd-4th Lev | Enter the Organization structure code to the fourth level.

From Date (Yr Mo Da) Enter the beginning date of the time period that you wish the report to
cover (for Update Log Report only).

To Date (Yr Mo Da) Enter the ending date of the time period that you wish the report to
cover (for Update Log Report only).

After completing the applicable fields, press Enter to submit the job for output. The message A
Report Will Be Submitted is displayed indicating the job is submitted for output.

e PF1 to request another report. The Locator Report listing screen is displayed. Enter the
report number at the Enter Selection prompt and press Enter. The JCL Selection Criteria
screen is displayed, showing the data that was entered for the last request. Change the
appropriate fields and press Enter.

e Press Clear to exit the system.
e PF5 to display the Help screen.

e PF1 to return to the previous screen.

Reporting Through FOCUS

LIST is defined to FOCUS. For detailed instructions on accessing FOCUS, see the FOCUS
Reporting System procedures located under the Reporting publications category on the
Publications page of the NFC Web site.

After accessing FOCUS, the Main Data Base Menu screen is displayed. Select Option 1,
Payroll/Personnel Systems, and press Enter.

The Payroll/Personnel Data Base Menu screen is displayed showing two selections used to
retrieve Payroll/Personnel and LIST data: Payroll/Personnel (PAYPERS) and Locator
Information (LOCATOR).
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Exhibits

This section includes the following topics:

Exhibit 1 - Organizational Structure LiSting ...........ccoueiiiiiiiiiiiiieee e

Exhibit 2 - Alphabetical Listing

Exhibit 3 - Separation REPOIt..........cocciviiiiiieeiiiiie e

Exhibit 4 - Missing Emergency Contact Information Report

Exhibit 5 - Missing Building Information Report............cccccocee...
Exhibit 6 - Update LOg REPOIT .......ocoiiiiiiiiiiiee ettt e

Exhibit 1 - Organizational Structure Listing

Report Number

LISTOO1

Brief Description:

Alphabetical list of employees by Org structure whose locator records
are in LIST. It also provides the office room number, building code,
building Abbr, building name and complete address, mailroom, work
and home telephone numbers, and emergency contact information. If
the employee is separated, the separation date appears on the report.

Primary Sequence:

Dept, Agency, POI.

Sequence of Data:

Employee name, Org structure.

Available Distribution
Levels:

Dept, Agency, POI, Org structure to the fourth level.

REFORT ID: LIST0OL1 ORGANIZATIONAL STRUCTURE LISTING PAGE 1
AS OF XX/XX/XX
DEPT :DJ ORG ZND 12 EXE OFC FOR IMMIGRATION REVIEW
POT 11800 OR@ 3RD 103 OFC OF THE CHF IMMIG JUDGE
ORG AGCY 112 HEADQUARTERS COMPONENTS (DOJ) ORG 4TH 10204 NEWARK FIELD OFFICE
NAME 38N ROCM# BLD-CD/ABBR BLDG NAME SEP DATE
ADDRESS1 ADDRESSZ MAIL ROOM
WORK PHONE HOME PHONE BLDG CITY STATE BLDE ZIP STATUS
EMERGENCY CONTACT EMZ DHONE RELATIONSHIP
DOE, JANE R HHH-H - M 30BJ0108 FOB REGION 3 ELDG pedbodbed
370 BROAD ST
(555) 344-999% (555)222-3593 NEWARK NT 07102-0000
JOHN DOE (555) 222-8888 HUSBAND

Figure 17: Organizational Structure Listing Screen
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Exhibit 2 - Alphabetical Listing

Report Number LIST002

Brief Description: Alphabetical list of locator employees for the Department requested. It
also provides the Org structure, POI, office room number, building
code, mailroom, building abbreviation, work and home telephone
numbers, and emergency contact information.

Primary Sequence: Dept
Sequence of Data: Employee name
Available Distribution Dept
Levels:
REPCRT ID: LIST002 ALPHABETICAL LISTING - AS OF XX/XX/XX PAGE 1
DEPARTMENT: AC
NAME SEN ORG STRUCTURE POI BUILDING LOCATION PHONE NUMEERS
DOE, JANE RHNHNHANHH 50-70-40-0030 5317 ROOM# 2000 MAIL ROOM: WORK [Eetib et v
BLDG VAO301 BLDG ABBR: OST  HOME (0] 200
ONE SKYLINE TOWER EMERGENCY (00 Xk Bt x
5107 LEESBURG PIKE CONTACT JOHK DOE
FALLE, VA 22041 0000 RELATIONSHIP: HUSBAND

Figure 18: Alphabetical Listing Screen
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Exhibit 3 - Separation Report

Report Number LISTO03

Brief Description: Alphabetical list of employees within an Org structure whose separation
actions have been processed through PINE, applied to the PPS
database, and updated in LIST.

Primary Sequence: Dept
Sequence of Data: Employee name, Org structure
Available Distribution Dept, Agency, POI, Org structure to the fourth level
Levels:
REPORT ID: LIST003 SEPARATION REPORT PAGE 1
AS OF XX/XX/XX
DEPT :DJ ORG 2ND 12 EXE OFC FOR TMMIGRATION REVIEW
BOI :1800 ORG 3IRD o3 OFC OF THI IMMIG JUDGE
ORG AGCY :HC HEADQUARTERS COMPONENTS (DOJ) ORC 4TH 0204 NEWARK FIELD OFFICE
NAME EEN WORK PHONE HOME PHONE ROOM# MAIL ROCM BLDG CODE/ABER ETATUS
BLDG NAME BLDG CITY STATE BLDG ZIP SEP DATE
DOE, JRNE R pera et sy (555) 344-9999 (555)222-9999 2545 VAO30L JOST 30000
ONE SEYLINE TOWER FALLS CHURCH VA 22041-0000 KE/EX /XX
5107 LEESBURG PIKE

Figure 19: Separation Report Screen
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Exhibit 4 - Missing Emergency Contact Information Report

Report Number

LISTO04

Brief Description:

Alphabetical list within the Org structure of the locator employees
whose emergency contact information has not been entered in LIST. It
also provides the work telephone number, the office room number,
mailroom, building code, building abbreviation, building name, and the
complete building address.

Primary Sequence:

Dept, POI, Agency

Sequence of Data:

Employee name, Org structure

Available Distribution
Levels:

Dept, Agency, POI, Org structure to the fourth level

REPORT ID: LI

DEPT
BOT
ORGC ACCY

NAME
BLDG NAME

SMITH, JANE R

STO04

:1800 ORG 3RD :03 OFC OF THE CHF IMMIG JUDGE

MAIL ECOM BLDZ CODE ELDG AEER
ADDRESS BLDG CITY STATE BLDG ZIP
BUILDING LINE TWO
T (300)999-8888 2545 VAD301 osT
5107 LEESBURG PIKE FALLS CHURCH VA 22041-0000

ONE SKYLINE TOWER

MISSING EMERGENCY CONTACT INFORMATION REPORT PACE 1
RS OF XX/XX/XX

ORC 2ND 112 EXE OFC FOR IMMIGRATION REVIEW

HEARDQUARTERS COMPONENTS (DOJ) ORG 4TH 0100 IMMEDIATE OFFICE

88N WORK PHONE ROOM NUMEER

Figure 20: Missing Emergency Contact Information Report Screen
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Exhibit 5 - Missing Building Information Report

Report Number

LISTO05

Brief Description:

Alphabetical list within the Org structure of the locator employees
whose building code, building name, and address have not been
entered in LIST. It also provides the work telephone number for those
employees.

Primary Sequence:

Dept, POI, Agency

Sequence of Data:

Employee name, Org structure

Available Distribution
Levels:

Dept, Agency, POI, Org structure to the fourth level

REPORT ID: LISTOOS MISSING EUTLDING INFORMATION REPORT DAGE 1

AS OF XX/XX/XX

DEPT :DJT ORG 2ZND 106 ASST INSP GEN - INVESTIGATIONS

BOI 11800 ORZ 3RD 150 NORTHERN RECIONAL OFFICE

ORZ AGCY :IG OFF OF INSPECTOR GENERAL (DOJ) ORG 4TH 10100 CHICAGO FIELD OFFICE

HAME ssN WORE DHONE

DOE, JANE v~ (200) s55-BE88

SMITH, Tt HRAEH KR (400) 777-399%

TOTAL EMPLOYEES 2

Figure 21: Missing Building Information Report Screen
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Exhibit 6 - Update Log Report

Report Number

LISTOO06

Brief Description:

Alphabetical list within the Org structure of the locator record that has
been updated in LIST during a specified period. It also provides the
user ID of the person who made the online change. The type of change
column indicates if the change was made online or processed through

Payroll/Personnel batch update.

Primary Sequence:

Dept

Sequence of Data:

Employee name, Org structure

Available Distribution
Levels:

Dept

DEPT
PoI
ORG AGCY

REPORT ID: LISTOO06&

EMPLOYEE-UPDATED

WILLTAMS, GEORGE

UPDATE LOG REPORT

—EROM. XX /XK/KK

AS OF XX/XX/XX

OFF OF INSPECTOR GENERAL (DOJ)

TYPE OF
s8N CHANGE
REX-RK-EKRK ONLINE
RAARR AN BATCH

ORC ZND
ORG 3RD
ORGC 4TH

XX/XX /XX

XX /XX XX

TO:

EXE OFC FOR IMMICRATION REVIEW
SERVICES STAFF

PAGE 1

STAFF - ROCKVILLE

Figure 22: Update Log Report Screen
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Appendix

This section includes the following topics:

LIST EFrOr MESSATES ..ceeiiiiiiiiiiiiiiiiiiiiieieiei ettt ettt ettt ettt ettt ettt ettt e et eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees

LIST Error Messages
A Valid Day Must Be Entered
A Valid Month Must Be Entered
A Valid Year Must Be Entered
Agency-Code and POI Not Compatible
Agency-Code Is a Required Field
Agency-Code Is Not Valid
Agency-Code Not Found
Agency-Code Not Matched Agency-TB
Department-Code Is a Required Field
Emergency Number Exchange Must Be Numeric
Emergency Phone Area Code Must Be Numeric
Emergency Phone Extension Must Be Numeric
Emergency Phone Number Must Be Numeric
Employee Already Exists - Check Key Fields
Employee Record Cannot Be Deleted
Employee Record Not Found
Employee Record Not Found - Check Key Fields
Employee Records Not Found

Error Finding Employee - Check Key Fields
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Error Finding Employee - Check Security
Error Obtaining Employee - Check Key Fields
Error Obtaining Table Record

Error on Modify - Please Try Again

Error Storing New Employee - Please Retry
Home Phone Area Code Must Be Numeric
Home Phone Exchange Must Be Numeric
Home Phone Number Must Be Numeric

Index Key Not Found - Check Key Fields
Invalid Building Code

Invalid Security Level Request

Invalid Subschema Request

Last Name Is a Required Field

Locator Records Not Found

No Changes Were Made - Make Changes Then Press <Enter>
No Matches Were Encountered

Number of Copies Must Be From 1 to 5
Office Phone Area Code Must Be Numeric or (FTS)
Office Phone Exchange Must Be Numeric
Office Phone Extension Must Be Numeric
Office Phone Number Must Be Numeric
Organization 2nd Lev Is a Required Field
Output Class of "A" or "X" Required

POI Is a Required Field

Printer Identification Required
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Request Denied - Security Violation
SSN Must Be Entered

SSN Must Be Numeric

SSNO Is a Required Field

Select a Valid Option or Desired PF Key
Servicing Agency Is a Required Field
Unable to Ready Table

User Identification Required

2nd-Lev Is a Required Field

3rd-Lev Is a Required Field

4th-Lev Is a Required Field
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Index

No index entries found.
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